
STATE OF CALIFORNIA

DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES
HUMAN RESOURCES MEMORANDUM
	SUBJECT:

VACATION/ANNUAL LEAVE
   Over Maximum  
	NUMBER:

10-011

	

	DATE ISSUED:


April 14, 2010

	DISTRIBUTION:
MANAGERS, SUPERVISORS,
PERSONNEL LIASIONS, ATTENDANCE CLERKS
	EXPIRES:
Until Superseded


	Purpose
	This Human Resources Memorandum requires every Department of General Services (DGS) office/branch to prepare a Leave Balance Reduction Plan for an employee who currently exceeds or is projected to exceed the maximum allowable vacation/annual leave balance.  Branch/Office Chiefs, managers, and supervisors are responsible to develop Plans to reduce employees’ leave balances that are or will exceed 640 hours annually on January 1.  


	Who is affected
	This memorandum is applicable to all DGS employees who currently exceed or are projected to exceed the maximum allowance of 640 hours per calendar year as of January 1.  Information provided by the State Controller’s Office (SCO) identifying employees whose balances will exceed the maximum allowed as of January 1 of the next calendar year is attached. 


	Action needed
	Managers and supervisors are required to work with their employees to develop Plans that will result in reducing excess leave balances to the allowed maximums. 
Branch/Office Chiefs will review and approve employees’ Plans.  Deputy Directors and/or their designees will review and approve requests received from employees to carryover balances that exceed the allowed maximums to the next calendar year.  Consideration for multi-year plans will be given for employees with excessively high leave credit balance credits.  This will continue as an annual requirement. 
Branch/Office Chiefs, managers and supervisors are responsible to and will closely monitor their employees Plans for compliance.


	Budgetary impact
	From a fiscal perspective, employees leave balances are a financial liability to the department’s operating budget.  Compensable leave balances are typically disbursed as a lump sum payment to the employee upon separation.


	Lump sum projection
	Immediately following an employee’s separation effective date, and where a lump sum payment does not occur, the employee’s leave balances are projected forward through each month.  This encumbers the position until the employee’s leave balances are exhausted.  In most situations, this impacts the Office’s/Branch’s ability to backfill the vacant position until the leave balances are exhausted.


	Requests for approval 
	The Deputy Director or highest agency executive or his/her designee must approve or deny the vacation/annual leave carryover for their assigned staff.

· Requests for vacation/annual leave carryover for the DGS Office/Branch Chiefs are to be directed to the appropriate Deputy Director.

· Requests for vacation/annual leave carryover for the DGS Deputy Directors are to be directed to the DGS Chief Deputy Director.
· Requests for vacation/annual leave carryover for the DGS Chief Deputy Director is to be directed to the Director of DGS.


	Contact
	Questions regarding this HR memorandum should be directed to your assigned Personnel Analyst.


/s/

Gloria Martinez, Acting Personnel Officer
Personnel Operations
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